
  

 

 

  
         

 

  

    

  

 

 

     

  

 

 

 

 

  

      

 

    

         

  
 

 

 

 

 

 

 

 

 

 

  

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-82-12 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 09/07/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All other items remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 2 was superseded by N1-412-07-002 item 12. 

Item 6 was superseded by N1-412-06-006 EPA Schedule 127. 

Item 7 was superseded by N1-412-94-006 item 3. 

Item 8 was superseded by N1-412-07-001 154. 

Item 9 was superseded by N1-412-94-002 item 23 and N1-412-07-002 item 6. 

Item 11 was superseded by N1-412-94-002 items 1 and 37; and N1-412-06-027. 

Item 12 was superseded by N1-412-06-013 and N1-412-06-014. 

Item 14 was superseded by N1-412-06-019. 

Item 15 was superseded by N1-412-94-003 items 16 and 18. 

Item 17 was superseded by N1-412-07-010 EPA Schedule 255. 

Item 19 was superseded by N1-412-94-002 items 35 and 36; and N1-412-06-006 EPA Schedule 249. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 09/07/2022 NC1-412-82-12 page 1 of 1 
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; A'EQUEST FOR RECORD.:, LJISPOSITION AUTHORITY LEAVE BLANK ' 

(See Instructions on reverse). JOB NO• 

NCl-412-82-12TO GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) March 4, 1982 
Environmental Protection Agency 

NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION 

Management and Organization Division In accordance with the prov1s1ons~/ 44 USC 3303a the disposal re 
quest. including amendments, Is approved except for items tha~may 

3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in colum 10 

Administrative Management Branch (PM-213) 
4. NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT ~ )fb_//tJ-7-?;)..

Thomas Tasker 755-0840 Date Ari /111 l\t of t/1<• ,.r;;;;,,,1 State, 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 7 page(s) are not now needed for the business of 
this agency or will not be needed after the retention penu~.; spec1f1ed. 

D A Request for 1mmed1ate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE D s1~NATURE OF,,~cy f\EPRESENTATI - E TITLE 

,~~(;;{ C, <.. l/Y\.,&~ --~ 
Harold R. Masters Chief, Admin. Management Branch (PM-213) 

9.7 8 DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

Appendix C, Attached are new Emergency and Remedial Response 
Schedule 21 Records Control Schedules which provide coverage of 
Items 1 "Superfund records" created by implementing the 
through Comprehensive Environmental Response, Compensation, and 
19 Liability Act (CERCLA). 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Adm1nistrat1on 
FPMR (41 CFR) 101-11 4 
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SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES ';·•: 

TITLE OF SCHEDULE COVERAGE OF SCHEDULE 
I 

\ EMER:;ENCY AND REMEDIAL RESPCNSE R:CDRllS APPLICABLE HEAmUARI'ERS OFFICE 
ITEM NAME AND DESCRIPTION OF RECORD/FILE RETENTION PERIOD AND DISPOSITION ' NO-1-----t----------------------------------+---------------------------------~ 
1. Program Management Files. Contains data relating to all phases of the Retention: Retain 10 years. 

cleanup of lll'loontrolled hazardous wastes incidents and response to and 
prevention of oil and hazardous substances releases. Records consist Disposi tian: Break file at end of year. Keep in office for 2 
of correspondence and reports rel.at.tive to policy and programs, guidance, years, then transfer to the Federal Records Center (FIC). Keep in 
legislation, intergove:rnmental activity, oCXllltlll.lIU.ty relations, super­ FIC for 8 years, then destroy~ / 0 ~ ~. 
flll'ld taxes and fees, superflll'ld money, etc. 

2. Foreign Government File. Covers oontacts and activities with Retention: Retain 6 years. 
foreign governrrents. Records consist of cooperative program 
agreerrents, copy of contingency plan, meeting arrangements, InJ.nutes Disposition: Break file at end of year. Keep in office for 
of meetings, news clippings, technical reports and papers, tnp 6 years, then destroy~ Co ~ o-ec,l. 
reports, etc. 

;:a
3. Interagency and Federal Governrrent File. Tlus file contains contacts Retention: Retain 6 years. m 

and activities with other Federal agencies, o:J111TU.ssions, and other 0 
n 
;:alll'lits of the Federal Government. Records consist of letters and reports Disposition: Break file at end of year. Keep in office for 0.,.relating to Executive Orders, (l.113 statements and bulletins, proposed 6 years, then destroy~ Co ~ ~-

legislation and programs, cooperative ventures and proposals, ;i:: 
>

meetings and conferences of other Federal agencies. z 
> 
Cl 

4. State and local Government File. Covers contacts and activities Retention: Retain 6 years. m 
with States, counties, and cities. Records oonsist of letters, meeting m 

;i:: 

arrangements, copies of proposed or existing State laws an uncon­ Disposition: Break file at end of year. Keep in office for z 
-t 

trolled hazardous waste facilities, l,1.st and staffing of State 6 years, then destroy~ Co ~ ~- ;i:: 

agencies responsible for hazardous waste managerrent activities, State > 
regulations, reports on meetings with State representatives, State C: 

z 
>conti~-:rency plans, etc. r 

https://oCXllltlll.lIU.ty
https://SCHED.NO


SCHED.NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

\ EMEIGNCY AND REMEDIAL RESPONSE REalROO 

COVERAGE OF SCHEDULE 

APPLICABIE HEA[QUARl'Effi OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 2 years. 

Disposition: Break file at end of year. Keep in office for 
2 years, then destroy~ d'--~ o.e.d-.. 

RetentJ..on: Retain 2 years. 

Disposition: Break fl.le at end of year. Keep in office for 2 years, 
then destroy~ ~ ~ o-'2c::l. ::0 

m 
RetentJ..on: Retain 6 years. 0 

n 
::0 
0.,,Disposition: Break file at end of year. Keep in office for 
3:6 years, then destroy~ Co ~ ~-
►z 
►Cl 

Retention: Retain 10 years. 3: 
m 
m 

Disposition: Break file at end of year. Keep in office for z 
-t 

2 years, then transfer to the Federal Records Center (FRC). 3: 
Keep in FRC for 8 years, then destroy~ I O ~ ~, :z► 

C: 
> r-

• I 

ITEM 
NO 

s. 

6. 

7. 

8. 

NAME AND DESCRIPTION OF RECORD/FILE 

Professional and Civi.l AssociatJ..ons and Insb..tub..ons. Covers 
contacts and activitJ..es with professional associab..ons (engineers, 
dlenu.sts, etc.) civic associatJ..ons (environmentalists, Boy Scouts, 
JC's etc.), and institutions (colleges, foundations, etc.). Records 
consist of rreetJ..ngs and conference arrangenents, lists of orgaru.zatJ..an 
officers, organization brochures, special studl.es and reports, 
requests for infonnatJ..on and assistance, public partJ..cipa.tian/a:mnunity 
relations. 

Industrial and Cormercial Files . Covers contacts and activitJ..es with 
industrial and canrrercial firms, including background data an furns. 
Records consist of requesq, for infonnatJ..on, product brochures, 
product distribution data, correspondence, and other related records. 

Regional Files. Concerns the organization, management, and operation 
of the regional operations. Records consist of staff lists, planned 
program, orgaruzatJ..an plan, summary of activities, regional 
correspondence with State govemrrent units, and correspondence on 
program actions. (Nan-site specific infonnation). 

Legislation. Contains records pertaining to proposed and existing 
EPA legislation. Records consist of proposed bills, acts, 
amendrrents, analysis of bills and airendments, ne.vs clips, briefing 
papers, hearing transcripts and reports, correspondence, etc. 

https://studl.es
https://SCHED.NO


SCHED,NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

..., EMERGENCY .AND REMEDIAL RESPONSE RECX)RI:6 
COVERAGE OF SCHEDULE 

APPLICABIE HEAOOUARI'ER5 OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Pennanent. 

Disposit.J.on: Break file after resolut.J.on of any litigation. Keep 
in office for 1 year, then transfer to the Federal Reoords Center 
(FRC) • Keep in FRC for 15 years, then offer to the National 
Archives~ l'7 ~ o-€.ol-

Retention: Retain 7 years after carpletion. 

Disposition: Break file upon the oornpletion of project. Keep in 
office for 2 years, then transfer to the Federal Records Center (FRC). 
Keep in FRC for S years, then destroy~ '7 ~ o-C?.e(_. ;;a 

m n 
0;;a 
CJ.,. 
3:: 
> z 
>Retent.J.on: Cl 
m 
3:: 

a. Record Copy (Sponsoring Group). Pennanent. m 
z 
-t 

b. Infonnat.J.on Copies. As deternu.ned by user 's reference needs. 3: 
►z

Disposition: C 
,-► 

a. Record Copy. Break file upon carpletion of proJect evaluat.J.on 
and canrrent period. I(eep in office for 1 year, then transfer to 
the Federal Records Center (FRC) • Keep in the FOC for 20 years, 
then offer to the National Archives~ ~/ ~ c.,,.12c..t. 

b. Informat.J.on Copies. D.!sµoy when no longer used. 

Retent.J.on: Retain 20 years- after oornpletion of all oost-recovery 
ll.tigat.J.on. 

Disposition: Break file upon conplet.J.on of all cost-reoovery 
lJ.tigat.J.on. Keep in office for 2 years, then offer to the Federal 
Records Center (FRC). Keep in FRC for 18 years, then destroy~ 

d--0~~-

ITEM 
_ NO 

9. 

10. 

11. 

NAME AND DESCRIPTION OF RECORD/FILE 

1
Regulat.J.ons, Standards, and Gw.dell.nes. Contains infonnat.J.on relat.J.ng 
to the developirent of :rules and regulat.J.ons effecting the 
envirarmental legislation passed by Congress. Reoords consist of 
drafts of proposed regulations and gw.dehnes (Nat.J.onal Contingency 
Plan), inten'lal c:x:mments, journal articles and other supporting 
literature, proposed rules, response to proposals, EPA press releases, 
newspaper clippings, etc. 

Contracts and Cooperat.J.ve Agreens1ts - Program Group File. 
Docl.mentat.J.on relating to the fonnulat.J.on, award, and changes in 
oontracts, oooperat.J.ve agreements with a State to take certain actions 
to cleanup a unoontrolled J,.azardous waste site, for studies, denon­
strat.J.ons, and services. Records oonsist of orders for supplies or 
services (SF-147), pro=errent requests, JUstJ.ficat.J.on stateirents, 
task orders, oontractor bid evaluat.J.ons, award not.lees, contractor 
staff resurres, oontract or agreement, report of payments to contractors, 
progress reports, change not.lees, applicatlon for assistance, copy of 
State plan, and other related records. 

Final Reports, Resulting from Contractor and Grantee Studies and 
Services. Final reports sul:mJ.tted by contractors and grantees. 
Also, includes evaluat.J.ons and ccmrcents by staff merrbers and others. 

12. Hazardous Site File. Contains docunentat.J.on of policy and decisions 
made by Headquarters and regional personnel concerning the cleanup 
of uncontrolled hazardous waste sites. Records include corres­
pondence between the region and Head::{uarters, other Federal agencies, 
reports, approval of design and engineering of waste containtrrent/ 
rerredial system, request from regwn for addit.J.onal rroney to continue 
cleanup cperat.J.ons, and other related records. 

https://docunentat.J.on
https://JUstJ.ficat.J.on
https://oooperat.J.ve
https://fonnulat.J.on
https://Docl.mentat.J.on
https://Cooperat.J.ve
https://relat.J.ng
https://infonnat.J.on
https://lJ.tigat.J.on
https://conplet.J.on
https://ll.tigat.J.on
https://Retent.J.on
https://Informat.J.on
https://evaluat.J.on
https://Infonnat.J.on
https://Retent.J.on
https://resolut.J.on
https://Disposit.J.on


SCHED NO
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

EMER;ENCY l\ND REMEDIAL RESPCNSE RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILENO 

13. Priority List for Cleanup of Hazardous Waste Sites. Contains rerords 
used to develcp a national priority list of unrontrolled hazardous 
waste sites that pose an irmu.nent threat to the public health 
or v.elfare or the envirorurent. Illdudes policy and guidance issued 
by Headquarters to regions, rorrespondence between the region and 
HeaCXIUarters, regional list and supporting documentation, ranking of 
sites, national priority list, and other related rerords. 

14. Liability and Financial Responsibility of o..mer or Operator. Contains 
reoords used to document the decisions made by HeaCXIUarters and 
regional personnel roncerning the liability and financial 
responsibility of an owner/operator of an unrontrolled hazardous 
waste site. Includes policy and guidance issued by Hea~rters to 
regions, ropy of notification from the owner/operator of a facility 
that the facility is in cxuplianoe with Section 107(k) (2) of 
CEICL Act, dOCU!llefltation of deteillll.l1ation by the Agency that o,mer/ 
operator has or has not carplied,doc:unel.ted verification by EPA that 
the owner/operator has established appropriate financial responsibility, 
referral of case for fl.ling of Judicial action, demand letters, and 
other related reoords. 

15. Claims. Contains records used to document the decisions made by 
Hea~ters and regional personnel roncerning claims fl.led against 
the Fund under Section 112 (a) of the CERCL Act. Includes policy 
and guidance issued by Hea~rters to regions, ropy of official 
cl.aim, doCLIIBiltation of action to settle claim, ropy of the agreement 
of the final settlement of the claim, and other related rerords. 

16. Tedmical Assistance Data System (TAD). O;mputer printouts shcMing 
chemical and physical characteristics and errergency response 
procedures of 1100 substances (oil and other hazardous materials) 
which may be hazardous to the public health or welfare or environ­
nent if discharged or spilled. 

COVERAGE OF SCHEDULE 

APPLICABIE HEADQUARI'ERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Retain 10 years. 

Disposition: Break file when list is updated. Keep in office for 
2 years, then transfer to the Federal ReaJrds Center. Keep in FRC 
for 8 years, then destroy.-P--,.. /0 ~ oDoA. 

Retention: Retain 20 years after a:xipletion of enforceirent and 
rost-recovery actions. -

Disposition: Break file upon cnmpletion of all enforceirent and 
cost-recovery actions. _Keep in office for 2 years, then transfer ;;o 
to the Federal Rerords Center (FOC) • Keep in FRC for 18 years, m 
then l!ie&w£is.;..~~l? a.. ~o ~ 

Retention: Retain 5 years. 

n 
~ · 0;;o 

0..,. 
3:: 
►z 
►(;l 
m 
3:: 
m 
z 
-t 

Disposition: Break file upon settlerrent of claim/=ipletion of 3:: 
cost-recnvery actions. Keep in office for 1 year, then transfer ► 
to the Federal ReaJrds Center. Keep in FRC for 4 years, then C: 

z 
►destroy~ ..:S ~ o-€d-- • r-

Retention: As below. 

Disposition: Keep in office until superseded, then destroy. 

'-· 
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SCHED.NO

U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

\, EMEIG:NCY AND REMEDIAL RESPCNSE R:O)RD.S 
ITEM NAME AND DESCRIPTION OF RECORD/FILENO 

17. Spill Prevenb.on COntrol and Countenreasures System (SPCX::) • a:uputer 
printouts sha.ving the number of oil and hazardous materials spills 
that occurred at a facility. The infonnab.on is used to l!Dllitor 
and report oo <Xll!V?hance inspectJ.ons with regulatJ.ons and acb.ons 
to be taken if a facility storing oil and hazardous materials has a 
spill. 

18. Speeches and Joumal Articles. Contains speeches prepared for 
dehve:cy at civic functions and professional amferences and neetings 
and arb.cles prepared for pubhcatJ.on in professional magazines and 
Joumals. 

19. Publications, Pronotional Items, and Supporting Artwork. General and 
technical literature and prorrotional items. Literature and prorrotional 
iterns take the fonn of handbooks, brochures, parrphlets, buttons, and 
bumper stickers. Artwork oonsists of original drawings and photo­
graphs. 

COVERAGE OF SCHEDULE 

APPLICABIE HEAD;lllARI'ER> OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: As below. 

Disp:>sition: Keep in office until superseded, then dest:t9y. 

Retenb.on: Retain 5 years. 

Disp:>sition: Break fl.le after presentatJ.on of speed! or p.lblication 
of article. Keep in office for 5 years, then destroy~.,S ~ ~-
Retention: ;;a 

m n 
a. Distnbution Supply Copies. Last pnnt date plus 3 years. 0 

;;a 
0 

b. InfonnatJ.on Copies. As detennmed by users' reference needs. 
.,. 
3:: 
> 

Disp:>sition: z 
>c;, 

a. Distribution Supply Copies. Break file after printing and initial m 
3:: 

distributJ.on. After 3 years destroy undistributed oopies. z m 
-I 

b. Infonnation Copies. Destroy when no longer needed. 3:: 
►z 
C: 
> r-

https://distributJ.on
https://InfonnatJ.on
https://presentatJ.on
https://Retenb.on
https://pubhcatJ.on
https://infonnab.on
https://Prevenb.on
https://SCHED.NO
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SCHED NO 
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

EMERGENCY AND REMEDIAL RESPONSE RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILENO 

20. Congressional Reports. Reports prepared by the 
Administrator for the Emergency Response Program which 
a~e submitted to the President and Congress. Reports 
address the implementation of the Comprehensive 
Environmental Response, Compensation and Liability Act 
in terms of the effectiveness of the Government to 
respond to and mitigate the effects of releases of 
hazardous substances; summary of past receipts and 
disbursements from the Fund; projection of future funding 
needs remaining after the expiration of authority to 
collect taxes; record and experience of the Fund in 
recovering Fund disbursements from liable parties; State 
participation in the system of response, liability, and 
compensation established by the Act. Also, prepare 
report which identify additional hazardous wastes and 
recommend appropriate tax rates for such wastes for the 
Post-closure Liability Trust Fund. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETF.;:NTION PERIOD AND DISPOSITION 

Retention: 

a. Record Copy: Permanent. 

b. Information Copies. Retain 3 years. 

Disposition: 

a. Record Copy: Break file upon transmission to Congrc~s. ' 
Keep in office for 3 years, then transfer to the Federal 
Records Center. Keep in FRC for 15 years, th~n offer to 
the National Archives~ 12' ~ .,..e...l. 

b. Information Copies. Destroy ~hen 3 years old or 
sooner if no longer needed. 

3. 
►z 
C: 
►

' 

'lj I 1 

!~),•" 




